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Navigation:  Main Menu>Workforce Development>Performance Management>Performance 

Documents>Administrative Tasks>Transfer Document 

 Instructions ACORN Page  

PURPOSE: Department Admins can transfer evaluations within their department that have not been 

completed or cancelled.  When an evaluation is transferred, the receiving Supervisor is notified via e-mail 

and the original Supervisor no longer has access to that evaluation.  The steps listed below demonstrate 

transferring an evaluation by the Department Admin. 

1. Navigate to Main Menu>Workforce 

Development>Performance 

Management>Performance 

Documents>Administrative 

Tasks>Transfer Document.  Search 

for the Employee’s evaluation by 

specifying search criteria.  Typically 

the Last Name is used. Click the 

“Search” button.   

 

2. Click the check box for the 

evaluation you would like to 

transfer.  Click the “Continue” 

button. 

 

3. Click the “Select a Manager” to 

identify the receiving Supervisor. 
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4. Enter the new Supervisor’s Last 

Name and click the “Search” 

button. 

 
5. Select the desired Supervisor’s 

name.  Click the “OK” button. 

 

6. Confirm the appropriate “New 

Manager ID” is correct, then click 

the “Save” button to complete the 

evaluation transfer. 

 

7. A confirmation window will appear.  

Click the “OK” button.  The new 

Supervisor will be notified via e-mail 

of the evaluation. 

 
 


